
NCSC Alternate Assessment
Test Administration Training

Yvonne Field, Assessment Specialist

2015 Assessment Conference

1



Objectives

Participants will be able to:

 Describe the NCSC Alternate Assessment

 Maintain Test Integrity

 Describe the criteria for participation in the NCSC 

Alternate Assessment

 Identify and Describe the Assessment Features and 

Accommodations available to students who participate 

in the NCSC Alternate Assessment

 Administer the NCSC Alternate Assessment

 Identify Resources and Documents on the WIDA and 

NCSC websites
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Alternate Assessment Transitions:
Becomes NCSC 

English 
Language Arts & 

Math

Grades 3-8, 10 Shift to 3-8, 11

Assessment 
System

Summative, 
Formative, 

Interim, PD and 
instructional 
resources

Remains in place 
until 2016

Grades 4, 8, 10
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NCSC: A Comprehensive Model

• and implement professional development modules 
and curriculum/instruction resources, including 
formative assessment strategies and progress 
monitoring tools

CREATE 

• an alternate assessment aligned to the common 
core state standards for students with the most 
significant cognitive disabilities 

BUILD 

• is to ensure that students with the most significant 
cognitive disabilities achieve increasingly higher 
academic outcomes and leave high school ready 
for post-secondary options 

GOAL 
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NCSC Alternate Timeline
Date Activity

January 23, 2015 Deadline to update electronic IEP in AIM for registration

Alternate Assessment Box must be checked

February 2-February 13, 

2015

OPI Uploads Student Enrollment File

February17 to March 2, 2015 User Enrollment

OPI will upload System Test Coordinators

STCs will upload Test Administrators

March 9-May 15, 2015 Test Administrator and Test Coordinator Online Training 

Available-Certification Required to access the test administration 

portal.

March 30-May 15, 2015 Test Administration Window
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Participation Criteria
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Montana Criteria for Participation in Alternate 

Assessments

Meet all 
four of the 
following 
criteria:

Student has active IEP 
and receives services 

under IDEA.

Student’s 
demonstrated cognitive 

abilities and adaptive 
behavior require 

substantial 
adjustments to general 

curriculum.

Student’s learning 
objectives and expected 

outcomes focus on 
functional application of 

skills, as illustrated in the 
student’s IEP’s annual 
goals and short-term 

objectives

Student requires direct 
and extensive instruction 

to acquire, maintain, 
generalize and transfer 

new skills.
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Eligibility May Not Be Based on any of the 

Following

 Excessive or extended absence;

Disability category;

Social, cultural or economic difference;

The amount of time receiving special
education services; and

Academic Achievement significantly lower than 

his or her same age peers.
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Other Participation Information:

 Grades 3-8 and 11

 Montana Accredited Schools

 Not included in participation

 First year in United States school LEP students do not participate in the 

ELA

 Home school students

 Private non-accredited schools

 Treatment Centers and Correctional Facilities

 Part time enrolled students test in resident school

 Correctional Facilities

 Montana Youth Challenge Academy

 Job Corps
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Alternate Assessment Registration
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Alternate Assessment Registration
 A new streamlined registration process:

 Why? 

Because we have two alternate assessments

OPI has worked to streamline the registration 

process

 MontCAS Alternate Assessments: 

Science CRT-Alt

Grades 4, 8, 10

NCSC Alternate (ELA and math)

3-8, 11
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Directions
 If you have a student who is eligible to take an 

alternate assessment and you have marked the 

Alternate Assessment checkbox under the 

Statewide Assessments editor of the student’s 

current locked IEP in your AIM system, your 

student will have already been counted as eligible 

for the Alternate Assessment. 

 If you did not mark this box, and a new IEP will not 

be written before January 23, 2015, you will need 

to create an amendment on the current locked IEP 

in the AIM system and check the Alternate 

Assessment box. 

 Please make sure your student’s current IEP is 

locked in the AIM system as we are unable to 

extract the Statewide Assessments information on 

IEPs and/or amendments that are unlocked. 

 And, please make certain that box is checked by 

January 23, 2015 to ensure your alternate 

assessment students are registered. 

Registration 

Deadline: 

January 23, 

2015
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NOTES: 

 If you already registered students 

for the Science CRT-Alt on the 

Measured Progress secure site, 

you still need to follow the 

process described above have 

the Alternate Assessment box in 

each student’s IEP checked. 

 2. If students eligible for an 

alternate assessment enroll after 

January 23, please contact Judy 

Snow. 

NEED ASSISTANCE?

 If you are unsure how to 

create an amendment, please 

contact Mary Graff with the 

Data & Accountability Unit of 

the Special Education 

Division: 

 Contact Information

 mgraff@mt.gov or 406-444-

0685. 

 Mary will be on vacation from 

Friday, December 19, through 

Friday, January 2, 2015, but 

will check e-mail often.

 Alternately, contact Anne 

Rainey at 406-444-4430 or 

arainey@mt.gov . 
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Module 1: Responsibilities of 

TAs and TCs
https://teachers-ncscpartners.ctb.com
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System Test Coordinator Responsibilities

 Complete System Test Coordinator trainings

 Oversee the  NCSC Alternate at the district level

 Sign and submit state specific security agreements

 Maintain security of the test and report any irregularities 

to the Office of Public Instruction

 Work with Administration and Technology personnel to 

ensure that resources are in place for successful 

administration of the NCSC Alternate

 Support Test Administrators and ensure that they have 

received the appropriate training.
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Test Administrator Responsibilities

 Who Can be a TA?

 Certified and licensed educators familiar with the student

 Usually the student’s special education teacher.

 TAs must complete the NCSC Test Administration Training

 Pass the End of Training quiz with minimum of 80% accuracy score.

 Sign and submit state specific security agreements

 Maintain security of the test and report any irregularities to the 

system test coordinator

 Administer the NCSC Alternate Assessment including preparation 

of test materials and pre-assessment documentation prior to testing
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Module 2
Test Description; Test Integrity

17



Test Description

 ELA

 Reading

 Writing

 Mathematics

 Aligned to the prioritized and simplified CCSS called the Core Content 

Connectors

 About 10 prioritized CCCs per grade level and content area will be test

 Item Types

 Selected Response, Constructed Response (mathematics and writing), open 

response (Reading Foundational Items)
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Test Administration Documents

Test Administration Manual

Directions for Test Administration

NCSC Assessment System User Guide

For TAs

For TCs
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Test Integrity
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Security Agreements

Two Agreements:

• System Test 

Coordinators

• Test 

Administrators

• www.opi.mt.g

ov/curriculum/

MontCAS/ind

ex.html?gpm1

_9
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Test Security Dos

Do

 Administer the test items according to the Directions 

for Test Administration and Test Administration Manual

 Maintain the security of all test forms and materials 

available through the secure test administration portal.

 Maintain the security of any printed test materials 

including but not limited to DTAs, test specific 

printouts, rubrics, test forms

 Prepare and maintain a secure test environment

 Report violations or suspected violations immediately 

to the System Test Coordinator
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Test Security Do Nots

Testing Irregularities: 
 Changing the wording of test directions, 

items/questions, response options, or any 

text as it is written in the DTA.

 Using non-prescribed manipulatives or 

replacement objects, graphic organizers, 

or mnemonic aids.

 Using any physical prompting, including 

hand-over-hand.

 Providing students a preview of the Pilot 2 

Test at any time.

 Providing answers to students in advance 

of or during test administration.

 Providing students clues or supports not 

indicated in the DTA.

 Manipulation of testing materials in a way 

that hints at a correct or incorrect answer.

 Changing a student’s answer.

 Reminding the student of previously used 

materials or experiences directly related to 

concepts in an item.

 Pre-teaching test content immediately before the test 

or the administration of an item.

 Sharing test items, test content, or test forms, both 

written or verbally, with colleagues, parents, other 

staff members, the general public, or students.

 Transporting printed test materials within the school 

in a non-secure manner.

 Leaving unattended secure printed test materials 

including, but not limited to, DTAs, test items, and 

scoring rubrics.

 Leaving the NCSC Assessment System unattended 

while logged into the test or the DTA.

 Administering Pilot 2 Test by a staff member who has 

not completed the online training modules and 

passed the final quiz.

 Administering Pilot 2 Test by a paraprofessional, 

aide, or student teacher.

 Allowing the use of electronic devices or 

photography technology that could jeopardize test 

content in the test-taking environment.

 Sharing of Pilot 2 Test items through photography, 

phone cameras, recording devices, note taking, or 

any other manner with colleagues, students, 

teachers, parents, media, or any person. 23



Reporting Test Irregularities

 Will we use the same slide here?

 Paper form link: www.opi.mt.gov/curriculum/MontCAS/index.html?gpm1_9
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Module 3
Optimal Testing Conditions and Assessment Features
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Optimal Testing Conditions
 Before Administering the Test

 Complete Student Response Check

 Review the assessment features and prepare for use as appropriate for individual students.

 Identify the student’s IEP accommodations that are consistent with NCSC accommodations policies 

and prepare for implementation during testing.

 Check computer and any AAC and assistive technology device with Sample Items

 Read the DTA and prepare materials

 Prepare Test Setting 

 Develop an individualized schedule, take into account student need for breaks.
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Optimal Testing Conditions

 During Test Administration

 Provide scratch paper

 Pause Administration based on student needs

 Provide appropriate positioning, assessment feature and accommodations 

consistent with student’s IEP and state accommodation policies

 Provide Encouragement and support

 EG:
 “I like the way you are listening and following directions.”

 “Only one more to go!”

 “Just five minutes until a break!”

 “Keep working!”
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NCSC Assessment Features
 Available to all students who participate in the NCSC 

Alternate Assessment

 Some are embedded in the online 

system.

 Students and teachers can try 

embedded features using the sample 

items. (NCSC Assessment System site)

 Some assessment features are provided

by the Test Administrator (TA)

 Some features are available via the browser or operating 

system.

 Some are embedded in the design of the test.
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Features
• Answer masking

• Audio player

• Alternate color themes

• Line reader tool

• Magnification*

Embedded

• Answer masking (paper versions)

• Read aloud

• Rereading item directions, response 
options, passages

Test Administrator 
Provided

• Increase size of text and graphics

• Increase volume
Browser

• Alternate color themes

• Increase size of text and graphics

• Increase volume

Operating System
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Module 4
Test Accommodations
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NCSC Accommodations

 Accommodations for the NCSC Alternate that need to be included in the 

IEP: 

 Assistive Technology for presentation of items to students

 Assistive Technology for student response to items

 Paper version of items

 Scribe/Transcription

 Sign Language (e.g. ASL, PSE, SEE)

31



Assistive Technology (AT)
 Students may use a variety of AT devices to input 

responses for both:

 Selected responses

 Text based open responses

 Compatible AT Types

 Text-to speech

 Alternate keyboards

 Switch-based navigation and answer selection

 Eye-gaze

 Testing AT Devices

 Test devices using the sample items to determine if a 

device will function properly with the assessment.
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Module 5
Navigate the NCSC Assessment System
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Module Outcomes

At the end of the module, participants will:

Understand  how to navigate through the NCSC 

Assessment System

Know where to view Test and Student information
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Understand the Dashboard
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Dashboard/Home Page *
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Dashboard/Home Page

Access training

Your Name

Navigation Panel
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Dashboard/Home Page *

Resources

Page Buttons
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Navigation Panel – A Closer Look*

Links specific for 

your role
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Navigation Panel – A Closer Look*

All Users

Navigation Option What it is

Dashboard Home page

My Organizations View, edit, create classes, schools, districts

Test Status Summary View tests completion progress
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Navigation Panel - A Closer Look*

District or School Test Coordinators

Navigation Option What it is

My Students Student test assignments, start tests, access student 

profile, complete LCI, SAR, SRC forms

Sample Items Access small number of items which can be used for 

practice

Test Administration Training Access training modules and end-of-course quiz
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Navigation - Tip

 Do not user internet browser icons

Use Navigation paths to 

move back in screens
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Introduction to NCSC 

Assessment System Pages
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My Organizations

1. Click My 

Organizations
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My Organizations

Sample District Level 

view
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My Organizations – Drill Down

Click a hyperlink (text that is 

blue and underlined) in the 

columns to drill down for more 

information.

46



My Organizations –Drill Down

School level information

Click the hyperlink in the 

Users column
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My Organizations –Drill Down

User information for a school
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My Organizations – Drill Down

Click the hyperlink in 

the Students

column

Student information displays
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My Organizations - Actions

Actions can be taken at each 

organization level
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Test Status Summary

1. Click Test Status 

Summary
Click Test Status Summary
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View Test Status Summary – A Closer Look

View Test names, number of 

students assigned and the 

status of completion

5-16-14

5-16-14

5-16-14

5-16-14

5-16-14

5-16-14

2

2 2

2 2

7 0

2

3 0

2 1

Test Status Summary page
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My Students

1. Click My Students
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My Students – A Closer Look

Student Name, 

assigned test and 

status will be 

displayed

Click Student ID
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My Students – A Closer Look

Student Name, 

assigned test and 

status will be 

displayed

Click Student ID
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My Students – A Closer Look

Student Profile
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My Students – A Closer Look

Actions available for 

each student
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Check for Understanding
Navigate the NCSC Assessment System:
• My Organizations is where the TC will go to view/edit or 

create organizations, users and students.

• Drilling down from one level to another provides more 

specific information about the selected organization

• Test Administrators won’t have access to the My 

Organizations menu

• My Students is where Test Administrators will go  to start 

tests and/or print tests or DTAs 

• Test Coordinators will access My Students to create new 

students if necessary

• Sample Items can be used to practice online interactivity
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Module 6
Before Test: Demographics, LCI, and Accommodations
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Module Outcomes

At the end of this module you will:

 Know the required steps Test Administrators must 

perform before starting student tests

 Locate the Student Profile for editing

• Learn how Test Administrators will complete the Learner 

Characteristics Inventory and Student Administration 

Records in the NCSC Assessment System
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Test Administrator Required 

Tasks: Complete Student 

Demographics, LCI and 

Accommodations-Before 

Test  Forms
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Required  Tasks for Test Administrators

Test Administrators will verify and complete the following required information in the NCSC 

Assessment System before testing each student

• Learner Characteristics Inventory (LCI)

• Student Administration Record (Accommodations-Before test)

• Student Response Check (SRC)
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Access student Demographics, LCI, Accommodations-Before Test 

and SRC Forms*

Select My Students
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Access Student Profile

1. Click on Student ID
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Verify Student Demographic 

Information

1. Verify Demographics 
for accuracy

2. After verification 
and/or changes, click on 
the LCI tab
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Learner Characteristics 

Inventory
 LCI provides a description of the students who participate in the Pilot 2 

Test

 Includes 16 learner characteristics
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Learner Characteristic Inventory

Categories

Age, Grade

Primary IDEA 
disability category

EL status, Primary 
language, if not 

English

Classroom Setting

Communication

• Expressive communication 
profile

• Augmentative and 
Alternative Communication 
(AAC) use

• Receptive communication 
profile

• Engagement

Vision, Hearing, 
Motor function, 

Health 
issues/attendance

Reading & 
Mathematics



Verify Student Demographic Information

1. Verify/Complete the 
LCI tab
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Complete Learner Characteristics Inventory

Click on Accommodations-Before 
Test tab 
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Enter Accommodations Information

Select one or more options as 
applicable
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Enter Accommodations Information

Click Save if you have to leave 
before completing all tabs
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Check for learning

• Test Administrators must verify demographic 

information for each student they will test

• Test Administrators must select options for all 16 

characteristics in the Learning Characteristics 

Inventory  for each student before administering the 

test

• Test Administrators must choose appropriate options 

in the Accommodations Before Test tab for each 

student they will test
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Module 7
Student Response Check
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Student Response Check
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Student Response Options

 Students taking the Pilot 2 Test can communicate answers to test items by:

 Using the mouse to select an answer

 Verbalizing answers

 Gesturing or pointing to the answer

 Using assistive technology to indicate answers

 Using eye gaze chart to select answers

 Circling or marking answers on a paper copy of the test

 Note: The use of hand-over-hand or any physical prompt is not considered a consistent 

and observable response because the student is not indicating his/her answer choice in 

an independent way.
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Notes: 

 Please use professional judgment when conducting the Student Response 

Check.

 The TA will not conduct an SRC if the TA is certain that the student has a 

consistent, observable mode of communication so that the TA may enter a 

student’s response in the NCSC Assessment System with confidence.

 The TA will conduct an SRC if the TA is uncertain whether the student has a 

consistent mode of communication or is concerned that the student’s response 

to a test item may not be observable by the TA. Unobservable responses do 

not enable the TA to enter a student’s response in the NCSC Assessment 

System with confidence.
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What if a student doesn’t show a consistent, 

observable response to the SRC?

 (a) If the student did not display a consistent, observable response in the 

SRC, the TA administers the first four items in either mathematics or 

reading. If the TA does observe a student response to at least one of 

the first four test items, the TA continues to administer all test items 

to the student.

 (b) If the student did not display a consistent, observable response in the 

SRC, the TA administers the first four test items in either mathematics or 

reading. If the TA does not observe a student response to any of the 

first four test items, the TA terminates the test. The TA indicates in the 

NCSC Assessment System why the test was terminated. Finally, the TA 

completes the End of Test survey.
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Module 8
Administer the Test
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Test Interface

79

Navigation Buttons Item List

Test Item

Full 

Screen

Student 

Name Pause 

Test

Upload 

Evidence



Pausing and Resuming Administration
 When to pause:

 Student exhibits:

 Frustration

 Lack of engagement

 Refusal to participate

 Becomes sick

 How to Pause the test:

 Click on Save/Exit Button

 How long can test breaks last?

 A few minutes to a few days.

 Based on student needs

 Pause and Resume as often as necessary

 Based on student needs
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Sample Items
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Sample Items

1. Click Sample 

Items

1. Click Sample 

Items

82



Sample Items*

1. Click Start Test for 

Online version or 

Download PDF for 

paper version
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Sample Items*

 View of online sample items
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Upload Evidence
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Outcomes

Know how to upload evidence using a 

computer webcam

Know how to upload evidence by 

attaching a file

Know the acceptable file formats for 

attached files
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Capture Evidence

 Two ways to capture student evidence

 Computer Webcam

 Scan evidence and attach the file

 Must upload evidence while test is open and item is still on the screen
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Upload Evidence

Upload Evidence 

button
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Upload Evidence - Webcam

1.  Click Use 

Webcam

89



Upload Evidence - Webcam

Window displays image that is 

placed in front of webcam
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Upload Evidence - Webcam

1. Click Take Snapshot
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Upload Evidence - Webcam

2. Click Attach 

Image

1.  Display photo of evidence

3. Click Attach 

Image
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Upload Evidence - Webcam

Confirmation the evidence was 

uploaded successfully
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Upload Evidence – File Attachment

 Use a scanner to capture evidence

 Acceptable file formats

 .png

 .jpg or .jpeg

 Saved files must be on the computer where student test will 

started/resumed
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Upload Evidence – File Attachment

1. Click Attach File
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Upload Evidence – File Attachment

2. Click Attach File

1.  Enter a description
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Upload Evidence – File Attachment

Find your file and click open
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Upload Evidence – File Attachment

1.  See attached file name

2. Click Attach File
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Upload Evidence – File Attachment

Confirmation of successful 

upload
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Save PDF as .png .jpg or .jpeg

 PDFs will not be accepted by the System

 PDFs must be saved in the acceptable file format:

 .png

 .jpg or .jpeg
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Save PDF as .png .jpg or .jpeg

Resave PDFs as a .png. .jpg 

or .jpeg file type
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Check for learning

• Two ways to upload student 

evidence

– Webcam

– Attach files

• You must be on the item within the 

online test to upload the evidence

• Only acceptable formats for upload 

are .png, .jpg or .jpeg

• PDFs are not accepted
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Module 9
Directions for Test Administration
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DTA= Directions for Test Administration

 Each portion of the Alternate Assessment comes with a  document to help 

teachers prepare for administration

 Has general instructions for the type of assessment and instructions and 

materials specific to the form. 

 TAs will be able to practice using the DTA when the practice site is up.

 There will a DTA specific training closer to the TA date.
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Module 10
After the Test
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Accommodations: After the Test
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Next Steps

March 9: Online Test Administrator Training, TAM, and User Guides are 

available

 Review the TAM and User Guides

 Complete the End of Module Quizzes

 Review modules as necessary

 Complete the Final Quiz
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NCSC Digital Resources
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NCSC Digital Resources

 OPI Alternate Page

 http://opi.mt.gov/curriculum/MontCAS/#gpm1_3

 NCSC Public Site

 www.ncscpartners.org

 NCSC Wiki

 https://wiki.ncscpartners.org/index.php/Main_Page
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OPI Alternate Assessment Hub

 OPI Website

 Featured Projects

 Administration

 Accessibility and Accommodations

 Data and Results

 Participation

 Practice

 Technology

 Test Security

 Training

 Assessment Background

 Montana Educator Involvement
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NCSC Public Site

 Basic Project Information for the Public

 Multimedia

 Resources and Publications
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NCSC Wiki

 Curriculum Resources

 Instructional Resources

 Formative and Interim 

Assessment
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Who to call with NCSC Questions?

 Yvonne Field, Assessment Specialist, OPI

yfield@mt.gov

406-444-0748

 Judy Snow, State Assessment Director, OPI

jsnow@mt.gov

406-444-3656
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MontCAS Contacts
Ashley Makowski, Assessment Assistant
406-444-3511 amakowski@mt.gov

Yvonne Field, Assessment Specialist
406-444-0748, yfield@mt.gov

Pam Birkeland, Special Projects
pbirkeland@mt.gov

Paula Schultz, Smarter Accommodations
pschultz2@mt.gov

Judy Snow, State Assessment Director
406-444-3656, jsnow@mt.gov
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